Accreditation Team Member Important Information
	Team Member Name
	


Thank you for agreeing to serve on the BIR Training.  Information on the visit to <Insert institution name> is provided below for you.  Please keep a copy of this information.
In addition, the Commission needs some information from you in preparation for the visit.  Personal information will be kept confidential.  Please return the requested information within three business days.
Please plan to be at the site visit from the time indicated below through mid day on the last day of the visit, usually a Wednesday.  If you would like to leave before mid day on Wednesday, please discuss this with your assigned consultant prior to the visit.
	Information for Team Members

	Time to arrive:
	

	Where to arrive:
We will reserve a hotel room in your name
	 

	Nearest airport to the institution and transportation from the airport:
	

	Your role on the team:
	

	If you have questions

	Staff:
	Teri Ackerman tackerman@ctc.ca.gov 

	Information requested from each individual serving on the site visit team
Please reply with the following information to Teri Ackerman (tackerman@ctc.ca.gov) 

	Travel: How will you arrive at the visit?  If air travel, identify both airports.  NOTE: The state does not support volunteers renting cars without prior written approval.
	

	Dietary Issues: Food allergies or special dietary needs:
	

	Accommodations: Do you have any special needs,  i.e. need a refrigerator for medication
	

	Laptops: Will you be bringing a laptop to the visit?  We have requested wireless capability at both the institution and the hotel meeting room.
	

	Substitute: Will you need a substitute?  ( If yes, please indicate the daily rate for substitutes in your district to the right.
	

	Other information
	


Please provide the information above within 3 business days of receiving this email

tackerman@ctc.ca.gov and your assigned consultant
Please direct any questions to your assigned staff consultant
September 2009
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